








I.
GENERAL
In order to adequately staff the Housekeeping Services Department with a reasonable degree of certainty, the work assignment schedules need to be followed.  In the event that a staff member is going to be late or absent from work, advance notice of any change in the schedule can often avoid placing an undue hardship on other staff members.  

II.
SCOPE
Housekeeping Services has established attendance standards that follow the University’s expectation for attendance.  Housekeeping staff members are expected to be at work when scheduled.  When a housekeeping staff member is going to be late or absent, proper notification is required.  Supervisory, management, and office staff personnel will monitor the attendance practices of all staff members to ensure adherence to attendance requirements.  

III.
DEFINITIONS

Normally, each permanent full-time staff member covered by the State Personnel Act (SPA) should have a minimum of 40 hours of paid time recorded each week on his or her time sheet (WH-3 - pink sheet).  Work time, compensatory time, holiday leave, family medical leave, vacation leave, or sick leave are the types of time that are recorded to meet this requirement.  Positive sick and vacation leave balances shall be maintained to ensure that adequate time is available when needed.  Using leave after all authorized leave credits are exhausted is considered unacceptable personal conduct.

1. No Call/No Show - failure to notify Housekeeping Services of an absence.

2. Unapproved Absence - without properly requesting and receiving prior approval. 

3. Improper Call-Off - not reporting an absence or late prior to the start of shift.

4. Late - absence from your scheduled duties at the time and place for the start of your shift. 

5. Early Quit - absence from your scheduled duties at the time and place for the end of your shift.

IV.
PROCEDURE

East Carolina University’s, Disciplinary Policy and Procedures for Employees Subject to the Personnel Act will be followed when employees fail to meet attendance standards.

1. Housekeeping Services Management and Supervisory staff will monitor and record occasions of failure to properly follow attendance standards.

2. Notification of being late or absent from scheduled duties must be made properly before the start of the shift.  Proper notification must be made by:

a. Academic Housekeepers - Call the main Housekeeping Services number - 328-6169 and speak to any manager, supervisor, or office staff member.

b. Housing Housekeepers - Call your supervisor at his or her office.

Hill Campus – 328-2610

West Campus - 328-5459

Central Campus - 328-5744

Weekend Staff – 328-5787
c. School of Medicine Housekeepers - Call the check-in office number - 816-2182 and speak to any manager or supervisor.

d. Student Recreation Center Housekeepers - Call the  manager - 328-4944.

e. When calling, the employee shall provide the reason for being late or absent. If reporting being late, the employee shall include the reason for being late and when the employee expects to report for duty when the employee calls in.  If reporting an absence, the employee shall include the reason for the absence and indicate the expected return to work date when the employee calls in. 

f. In the event that no one is available to speak with an employee personally, required notification may be left as a voice mail message.  If reporting being late, the employee shall include the reason for being late and when the employee expects to report for duty in the voice mail message.   If reporting an absence, the employee shall include the reason for the absence and indicate the expected return to work date in the voice mail message. 

Replaced FSSP 21-0012, Housekeeping Services Attendance Policy
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